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CHAPTER 1
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| NTRODUCT| ON

A. PURPOSE

This Manual carries out DoD Directive 4525.6 (reference (a)) by establishing the
DoD Oficial Mail Cost Control Program (oMccP). The objective of the programis
to control DoD official mail costs through proper and cost-effective use of the

United States Postal Service (USPS), international mail, and postage of other
countries.

B. IERMS AND ABBREVIATIONS
Terns and abbreviations used in this Manual are explained in ‘Appendix A"
C. RESPONSIBILITIES

* 1. DoD Conponents are responsible for carrying out this DoD programw thin *
their respective Conponents.

>

' 2. Each individual who prescribes, creates, designs, or prepares pieces for *
mailing shall comply with this Mnual

D. REQU RED PUBLI CATIONS

States Postal Service (USPS tic Mail Manual (reference
(b))'.” This Is the primary USPS manual used in the operation of post offices. It
contains regulations of direct interest to mailers, such as postage rates, mail
classification, and mail preparation requirements. It is required for each
postage meter |ocation using more than $10,000 in postage annual ly; installation
official mail manager (oMM) or equivalent; internediate headquarters OW having
i nspection and/or staff responsibility; major conmand (MAcOM) OVWM and DoD
Component OWM

2. Interpatiopal Ma { Manual (| N (reference (e)). The I MM contains
regul ations, classification, and other requirements for mailing between the
United States and non-mlitary post office addresses in other countries. It Is
required only where international mail is frequently used.

* 3. USPS Postal Bulletin (reference (d)). This biweekly publication Is used *
to announce interim changes to the DM\M and IMM It is required at each |ocation
where the DMM or IMM is required.

4, [ n formation) (reference (e) ).
This poster is required for each | ocation where postage and fees are determ ned.

5. Postal Zone chart (reference(f)). This ohart tells in what zone the
various ZIP codes are located. It is required for each |ocation where postage Is
det er m ned.

#First Amendnent (Ch 2, 9/12/91) 1-1



6. _USPS Publication 25. "A Quide To Busipess Mil Pr¢ paratiop" (reference

* (g)). This publication assists mailers in making their mail conpatible wwth the  *
aut omat ed postal processing systemand allows mailers to benefit frominproved
service and reduced mail processing costs. This publication is required for each
* installation or equivalent oMM, internediate headquarters OV having inspection *
* and/or staff responsibility; major conmmand (MAcoM) OMM and DoD Conponent OMM. *

¥ 7. JUSPS Notlce 67 (reference (h%). This tenplate is to be used along with
USPS Publication 25 when designing letter size mail for automated processing. It

Is required for each installation or equivalent OMM, internediate headquarters
OW having inspection and/or staff responsibility; major conmand (MACOM) OMM; and
DoD Conponent OWM

8. USPS Publication 28, ‘Postal Addressing Standards"(reference (i)). This
publication describes standardized formats for addresses to be used on mail. It
s required for each installation or equivalent oMM, internediate headquarters
OMM having inspection and/or staff responsibility; major conmand (MAcoM) OVWM and
DoD Conponent OWM

9. Dob 4525,8-M (DoD QOfficial Mail Manual) (this publication). DoD 4525.8-M
is required for each postage meter location; activity official nmail manager

( OW; installation OW or equivalent; i nt er edi at e headquarters OMM having
i nspection and/or staff responsibility; major command (MAcoM) OV and DoD
*  Conponent QWM

E. SEARCH AND SEIZURE

USPS i nspections, search procedures, and postal |laws apply to off ieial matter

only while it is mil. Oficial matter may be searched or seized by official
* mail managers ( OMM) and assistant official mail managers ( AoMM) as fol | ows: *
¥ 1. of ficial mail it

a. Before they are postmarked by a postage neter.

b. Bearing postage stanps or permt inprints before they are placed in a
USPS mai | box or placed under control of USPS or its representative, whichever
occurs first. -

2. official after control passes fromUSPS or its
* representative to representatives of the addressee.

F.  _POLICY AMD OPERATIONAL CHANNELS

MPSA shall be the single point of contact with the General Services

Adm ni stration and USPS on official mail policy matters. Heads of DoD Conponents
shal | coordinate with the USPS only on official mail operational matters such as
the use or msuse of official mail and billings for postage and fees. DoD
Conponent field- elements are authorized and encouraged to coordinate operational
and routine matters with their local postal facility. “Figure I-1"illustrates
DoD official mail policy and operational channels.

#First Amendnent (Ch 2, 9/12/91) 1-2
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CHAPTER 2
DoD OFFICIAL MAIL COST NMANAGEMENT PROGRAM [

A RURPOSE

Thi s chapter establi shes:
1. The DoD Official Ml Cost Control Program ( OMCCP),

2. The requirement for appointing OWS and a deseript ion of their duties.

B _OMCCP POLICIES

1. Al items not required to be shipped by USPS (See subsection B.3. of
this chapter, below shall be shipped by the most cost-effective carrier
neeting the required delivery date and security requirenents. This requires
coordination bet ween the OMM and the appropriate e transportat lon off ioe. In
addition to carrierst fees, consideration must be given to how nuch it costs
to prepare the itemfor shipnent via the various ecarriers and whether or not

the carrier actually delivers the item directly to the addressee when the
carrier's fee includes such delivery.

| 2. When mailed, official matter shall nove at the |owest postage and fees
cost to neet the RDD, security, and accountability requirenents. (See chapter
3.)

3. "Letters" as defined by the Private Express Statutes, and those itens
listed in DMM 321.1, shall be transported via USPS unless they are covered by
an exenption in Title 39, Code of Federal Regulations, Seetions 310 or 320
(reference (] )). (See Appendix A for a list of the Private Express Statutes.)

¥ 4. Direet accountability penalty indieia and prepaid postage are the only

authorized nmethods of paying postage within the Departnent of Defense.

Prepai d postage Is the preferred nethod. As soon as possible, but not later
than Septenber 30, 1991, DoD Conponents shall decentralize the budgeting for

and payment of postage to the user level--the |evel that obtains postage from

*  the post of fice,

5. DoD off 1eial mail|l ecosts shall be managed through the oMCCP,

6. Use of USPS services shall be coordinated with [ocal USPS account
representatives or mlitary post office (MPO),

7* Whenever possible, official mall preparation procedures and processing
shal| be integrated to ensure optimum use of personnel, equipnment, and postage
cost reduct i on pract ices suoh as consolidated nmailings, presort discounts,
permt mailings, and drop-shipnents.

2-1
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8. Unaut horized use, loss, or theft of appropriated fund postage shall be
reported and reviewed to determne any appropriate reinmbursement of postage
costs . (See chapter 3, section Q.

9. "Resident," "occupant,® Or simlar fornms of address shall not be used
except on itenms addressed to Government quarters and/or housing.

10. Only permt indicia (other than business reply and merchandi se return)
may be placed on unaddressed itens.

11. Al policies requiring or authorizing use of official mail shall be
coordinated with the activity oMM prior to publication.

12. The host DoD Conponent shall provide official mail support on-a
nonrei mbursabl e basis, including appropriated fund postage and fees, for all
DoD tenants using |ess than $10,000.00 in postage and fees annually. Tenants
using $10,000.00 or nore are responsible for paying for the entire amount they
use. Host activities shall coordinate with tenant activities during each POM
and/ or Budget cycle to ensure the tenant has an opportunity to identify
projected mail volume increases or decreases that nay affect the host's
manpower and or postage costs. |f a tenant's postage costs exceed that which
was budgeted; e.g. increase in mssion requirenents, the tenant is expected to
reimburse the host for the excess amount. New tenants activated after a
budget cycle has started should not expect the host activity to fund any
postage until the next budget cycle. In this case, the tenant shall reinburse
the host activity for postage costs incurred during the out-of-cycle period
only .

13. Oficial mail and official mail centers transport physical objects
fromone l[ocation to another. Even though they may be managed separately,

they are an integral part of an activity's transportation plan.

c. _PROGRAM ADMINISTRATI ON

1. OMM appointments

a. Installations, activities, staff elenments, and DoD Conponents
shal | appoint oMMs, Assistant OVWS may be appointed to performthe oMM duties
when the OW is absent. The appointnent may be an additional duty
appoi ntment. It shall be made in witing and shall include the appointee's
official address and tel ephone nunber. Copies wll be distributed and filed
as follows:

(1) For staff elenent OMMs, copies are sent to their activity
oW .

(2) activity oMMs, copies are sent to their next higher
command's gy’ For

(3) For tenant activity oMMs, copies are sent to their host
installation OMM,

#First Amendnment (Ch 2, 9/12/91) 2-2
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* (4) For DoD Conponent OMMs, copies are sent to the DoD Ofici al
= Ml Mnager, MIlitary Postal Service Agency, Alexandria, VA 22331-0006.

b. oMMs shall be conm ssioned, warrant, or nonconm ssioned officers

(E-7 or higher) or DoD civilians (Gs-7 or higher). This requirenent is waived
only when the activity concerned has no personnel in the grades specified.

c. Wien application of postage is contracted out under the A-76
Program the DoD Component's representative responsible for ensuring quality
* of performance by the contractor shall:

* (1) Meet all requirenents of an OMM.

* . (2) Use the contract’s quality assurance surveillance plan--to
* nonitor the quality of contractor performance and ensure DoD official nail

* policies and procedures are followed.
d. Frequent changes of OWs shall be avoi ded. Uhen changes are

necessary, enough overlap should be provided so that the new OW becomes
thoroughly famliar with the duties before the ol d oMM departs.

2. OMCCP training reauirenents

* a. The video ™Managing Your Postage Meter® (P.I.N. 505244) is an
excel lent training tool for new oMMs, official mail center supervisors, and

* Post age Imeter operators. It is an excellent review tool for nore experienced
per sonnel .

b. Secretaries; clerk-typists; personnel producing forns,
publications and periodicals; personnel who determ ne postage; and OWs shal |l
receive training on the followng subjects fromthe installation OW w thin
four nonths after assignment. These personnel and all action officers shall
receive annual updates. The video ‘Official Mail--It Isn't Free, "(P.I.N.
* 504362DD) shoul d be used as part of this training.

*

(1) QOher nethods of comunicating and shipping material.
(2) Material that cannot be mail ed.

(3) Cassification of mail.

(4) Special postal services and discounts.

(5) International mail requirements.

(6) Postage and fees required.

(7) Penalties for private use of official mail.

2-2a
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b. Individual copies to higher headquarters in the chain of command and
crrvsn other public affairs offices for admnistrative purposes.
c. Copies in bulk to subordinate units for distribution to the units'
menbers. Qther, |ess expensive transportation methods shall be used if they can
provide the same or faster delivery tine than mail.

d. A copy to a private person, firm or organization in response to a
specific, witten, unsolicited request only if the periodical contains no
advertising. The request shall be kept on file in the editorts office as |ong
as the periodical continues to be mailed in response to that request. The
mailing list shall be [imted to the mnimmconsistent with the needs and best
interests of the command and shall not include nenbers of the audience the
publication is designed to reach.

e, Copies to other government agencies and |ibraries, hospitals, or
schools to pronote the overall command public affairs program

f. Copies of state Army and Air National CGuard and U.S. Arny Reserve
Command command- | evel periodicals containing no advertising to the hone address
of individual menbers. These copies shall be mailed as third-class bulk rate or

appropriate second-class rate. The mailing of [ower command-level periodicals
i's not authorized.

g. Conmmercial enterprise newspapers may be mailed only in accordance
wi th paragraphs "a* and "b" above.

8. By Nonappropriated Fund Instrunmentalities (NAFIs), including the
exchange services and the Stars and Stripes, only for official admnistrative
(managerial) mailings related exclusively to the business of the U. S
Government. This does not include any function that would be a normal expense
of a simlar conmrercial business such as financial reports, personnel
managenent, payroll, inventory procurement and sale, collection of incone,
advert|3|ng nalllng of films for paid exhibition, and equi pment mai ntenance.

For example, appropriated fund postage shall not be used for the preparation and
internal distribution of financial reports, as this is a nornal business
expense; however, it nmay be used to mail copies of the report to the supervising
DoD Conponent as this is not a normal business expense.

x 9. By commanders per DoD Directive 1015.6 (reference (n)) to discharge X
their Mrale, Wlfare, and Recreation (MWR) m ssion, but not to produce revenue.
Social itens such as ethnic reeipies, birth announcements, and bow ing |eague
scores are not the exclusive business of the U S Governnent and shall not be
mailed with appropriated fund postage. Appropriated fund postage may be used to
mai | a consolidated packet containing information regarding the existence of all
avail abl e MWR activities to personnel eligible to use them however, the packet
shal | neither contain information on revenue producing itens or events nor

violate other parts of this Manual. NOTE: Title 18, U S. Code, Chapter 31, *
* Section 641 (reference (0)), prohibits the use of appropriated fund postage on *
* personal mail. X

- 10. By prisoners in a nonpay status for personal mail per DoD Conponent
directives.
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P. TED FUND

The use of appropriated fund postage is not authorized on: e
1. Mtter that is not exclusively U S. Governnent business.
2. Mterial delivered by a method other than the USPS.

3. Nonmailable itens, such as itens that are undersized, oversized,

overwei ght, or epr03|ve Cotain infornmation about items that are not nailable
from the |ocal post office.

4. Postcards, unless the cards are DoD or DoD Conponent approved fornmns.

5, Oficial material, such as daily, weekly, and housing bulletins
containing unofficial information.

6. Information sent by DoD Conponents about non-mandatory events. Use the
correspondence distribution center, the installation bulletin or newspaper, or
ot her nethods to distribute this type of information.

7. Invitations to social functions to satisfy personal social obligations,
even if they are the result of an official position.

8. Personal congratulatory letters fromone individual to another in a
private capacity. This does not prevent the use of appropriated fund postage by
heads of staff agencies or commanders to fulfill their official norale and
esprit de corps obligations to nenbers of their organization or persons in their
areas of technical responsibility. For exanple, sending congratulatory letters
to people selected for advanced schooling, promotions, and letters of condol ence
are authori zed.

9., Personal mail, holiday and birthday greetings, retirement announcenents,
compl et ed enpl oyment applications, resumes, and simlar material. However,
activities may use appropriated fund postage for holiday greetings when
international diplomacy dictates. O ficial announcements of official retirenent
may be mailed using appropriated fund postage. The location and tine of a
reception related to the retirement or change of command cerenony may be noted *
if it does not result in any increase in cost to the Government, and the
notation does not include advertisement for or endorsenent of any enterprise. *

10. Correspondence frominternational conmands such as North Atlantic Treaty
Organi zation official correspondence. This mail normally nmust be prepaid in the
country in which it is posted. \en appropriated fund postage is provided for
official mail, the admnistrative agent assigned by DoD Instruction 2010.1
(reference (P)) | S responsible for procuring it and monitoring its use.,

11. Correspondence of foreign mlitary personnel. Foreign mlitary
personnel who are required by regulations of their own governnent to file
reports or otherwi se correspond with their embassy or government shall do so at
their expense. However, appropriated fund postage may be used if the
correspondence can be certified by the parent U S. CGovernment activity as
excl usively the business of the U S. Governnent.

#rirst Amendnent (Ch 2, 9/12/91) 3-12
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CHAPTER 4

LPENALTYX INDICIA

A, GENERAL

Each DoD Conponent pays USPS for penalty indicia use. The stanp dist ribut ion
offices and |ocal post offices now send records of penalty mail stanp
purchases, postage meter set tings, permt and business reply mailings, and
other docunents to HQ USPS for consolidation and billing to the appropriate

DoD Conponent headquarters. Payment is made |ocally only when required by DW

section 137. Penalty mail stanps nust be ordered according to the
instructions in DM Section 137 and USPS Publication 350, "How to Order and
Use OFf ieial Mail Stanps and Postal Stationary® (reference (q). The-standard
penal ty indicium ‘ Postage and Fees Paid, (DoD Conponent Name), DoD-( Nunmber) *
Is not a formof direct accountability and is no |onger authorized for use
within the Departnent of Defense.

B. _PENALTY FOR PRIVATE USE

Title 18, U S. Code, Section 1719 (reference (r)) provides that whoever uses
penal ty indicia items authorized by law to avoid payment of postage on private
matter in the mail shall be fined not nore than $300. NOTE: This penalty
does not apply to prepaid postage or "pop Oficial Intratheater Mil."

c. _ROSTAGE DUE PENALTY MALL

1. DMM, Section 137, contains instructions for preparation of postage due
penal ty mail.

2. The Mlitary Postal Service Agency (MPsA) (in coordination wth USPS)
shal | occasionally direct the use of postage due penalty mail during exercises
conducted in areas served by the MPS.

3. In the event of hostilities |limted to a theater or general
mobi | i zation, DoD Conponents may authorize the use of postage due penalty mail
for periods not to exceed 120 days and only in an area that has been declared
a hostile operations area by the President of the United States. The policies
listed bel ow apply.

a. For mail remaining in the same overseas theater, continue to use
the "poD O ficial Intra-theater Mail" procedures outlined in Chapter 3,
subsection J.4,

b. For mail noving between adjacent theaters (e.g. EUCOM and CENTCOM)
where there is no chance the mail wWll transit the United States Postal
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Service donmestic system continue to use the ‘DoD Oficial Intra-theater Mail"
procedures outlined in Chapter 3, subsection J.4.

c. For International mail, conply with the IMM. One requirenment of
international mail is that it shall bear the correct postage. Postage due
penalty mail shall not be used on international nail.

d. For all other mail leaving the theater, continue using postage

stanps and postage neters as |ong as possible before swtching to postage due
penalty mail.

(1) Postage stanps shall be used when official mail centers can
no |longer use postage nmeters due to a lack of electricity, or equi pment
failures, or postal personnel are no |onger available t0 Set the meters.

(When MPO financial transactions are termnated, postage nmeters shall be
checked out of use.)

(2) Postage due penalty mail shall be used on donestic nai
| eaving the theater when postage stanps are not available or cannot be used.

e. As the situation stabilizes;

. (1) Postage stanps shall replace postage due penalty nmail as soon
as possi bl e.

(2) The use of postage neters may be resuned as soon as
electricity, serviceable equipnent, and postal personnel to set the nmeters are
avai | abl e.

f. In the followng scenario, MDay is the day an area has been

declared a hostile operations area by the President of the United States or
general nobilization occurs.

(1) At M Day: Swtch to postage due penalty mai|l where continued
use of postage stanps or postage neters is not practical.

(2) At M+30: Users of postage due penalty mail switch to postage
stanps and/or postage meters (where practical).

(3) At M+60: Those still using postage due penalty mail prepare
to introduce postage stamps or make plans to have postage applied to their
mai | el sewhere in the theater (where practical).

(4) At M+#90 : Those still using postage due penalty mail convert
to postage stanps and/or postage meters or have postage applied to their mail
el sewhere in the theater. If these are not practical, continue use of Postage
Due Penalty Mail.

(5) At M+120: Postage stanps and/or postage neters replace all
use of postage due penalty mail. If that is not possible, advise the MPSA why
It is not possible and provide an estimate as to when replacement of postage
due penalty mail will be feasible. MPSA will then notify the USPS.

4-2
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4. DoD Components shall notify the DoD Oficial Ml Minager that postage
due penalty mail is being used not |later than the second business day after
use begins. The DoD Oficial Mil Mnager shall notify the USPS General
Manager, Official and International Ml Accounting Division, not later than
the third business clay after use begins.

5. Postage on postage due penalty mail shall be paid by the addressee
when the itemis delivered. Only postage stanps, postage nmeter strips, or
cash is acceptable.

6. Postage due penalty mail SHALL NOT BE USED to notify next of kin of
casual ties.

4-3




During initial use, do not hesitate to call the service representative when
questions arise.

b. Check each scale for accuracy daily before it is used. This shal
be acconplished by weighing an object of known weight. Appropriate
calibrations shall be nmade before the scale is used.

8. _Equipmept Failure

a. Imediately report failures of neters, mailing machines, scales,
etc., to the service representative. The service representatives’ tel ephone
nunbers shall be promnently displayed in the vicinity of that equipment.

b. Do not tanper with the postage neter under any circunstances. |t
is a postal offense for anyone other than USPS personnel to break or tanper
with the seals on postage neters.

c. All new equipnent is initially covered by a warranty. Mi ntenance
contracts shall be used after the warranty expires.

9, Meter Security
a. Meters

(1) Renove the meter and place it in a |ocked safe, file cabinet,
or in a locked roomovernight and any other time the operator is tenporarily
absent and adequate surveillance cannot be naintained to prevent unauthorized
use of the neter.

* %

(2) Imrediately report the loss, theft, capture, and recovery of *
a lost, captured, orstolen neter to the [ocal post office, the equipnent *
vender, and through command channels to Executive Director, Mlitary Postal
Service Agency, ATTN. DoD Oficial Mil Mnager, Alexandria VA 22331-0006.
Reports shall include the neter nake, nodel, and serial nunber; the date,
| ocation, and details of the loss, theft, or recovery; and a copy of the
police report when applicable.

b. Meter keys

(1) The Department of Defense (except MPOs) is not authorized to
have a copy of the key to open and reset the meter. Any activity receiving
such keys shal|l imediately give themto the post office setting the meter.

(2) Qperating Keys

(a) One key is required to unlock the meter and nust be used
each day the-machine is operated. This key shall be kept by the designated
supervi sor, except during periods the key and nmeter are signed out to a neter
operator. During non-duty hours the key and meter will be stored in a |ocked
file cabinet or safe in a | ocked room
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(b) Duplicate keys, when provided, shall be stored in a
seal ed envelope in a locked file cabinet orsafe.

10. _Property Accountability

Account for all postage netering equi pment on the property records of the

using DoD Conponent. The postage neter, itself, is |leased and cannot be
pur chased.

11. Supplies and Services

These general |y consist of neter tapes, ink, ink rollers, maintenance, rate
changes (both USPS and UPS), and meter |eases. Meter tape and ink
specifications are found in the DMM.

T D. EMERGENCY DISPOSITION OF POSTAGE STAMPS AND METERS

1. If conditions permt, follow normal procedures for checking a meter
out of service and returning the neter to USPS or the manufacturer (as
appropriate).

2. If capture or loss of neters is inmnent, record neter nake, nodel,
and serial number and destroy the neter if possible. Report destruction,

; capture, or loss per the instructions in chapter 5, subparagraph €.9.a.(2) of
. this Mnual .

3. \Wen use of postage stamps is no |onger possible, transfer existing
inventory to another |ocation for safe keeping or use. Destroy postage stanps
*  when capture i S inmnent.
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[ IR WA
\\\\\\\\\\\\\\

DoD DIPLOMATIC POUCH MAIL

A. _PURPOSE

This chapter establishes the policies and procedures to be followed by DoD
activities using the Department of State (DoS) Diplomatic Pouch Service (DPS).
The policies and procedures in this chapter agreed with DoS requirenents when
they were witten. DoS may change their requirenents at any tine. If that
happens, follow DoS policies and procedures even though they may conflict with
this Chapter. (NOTE: For diplomatic pouch purposes, the Marine Security
Guard at diplomatic posts is considered to be a DoS activity. DoS is

responsi ble for providing addresses and paying all costs associated with
Marine Security Guard use of the DPS.)

B. _GENERAL

1. Diplomatic pouches are intended to transport items, for the official
use of the diplomatic mssion, across international frontiers without
procedural deiay and wthout inspection by foreign government officials.

These are the basic tenets of Article 27 of the Vienna Convention on
Diplomatic Privileges and Imunities (reference (s)) and of international |aw
and practices as they regard di plomatic pouches. The great mmjority of

di pl omatic pouches are dispatched unacconpani ed; observance of their
diplomatic status is entrusted to the good faith of foreign officials.

a. Diplomatic pouches are not marked in any way except as diplomatic
correspondence. The pouch itself must in no way provide clues as to the
nature of its contents by displaying notice |abels or organizational synbols.
It is an anonymous container. Pouches containing classified itens are
prepared and docunented in the sane manner as pouches containing unclassified
Itens but they are dispatched acconpanied by a diplomatic courier or other
authorized U S. Government enpl oyee. Whether the pouch is dispatched
acconpani ed or unacconpanied, its only purpose is to protect diplomatic and
national security information. It is not intended to protect itens of great
nonetary value or to function as an express mail service.

b. Pouch contents, regardless of their nature or classification,
shal | not be disclosed or discussed with any person except U S. Government
enpl oyees with the proper classification and a need to know.  Under no
circunstances may they be disclosed to or discussed with foreign officials.
See subsection C 2. of this chapter, below, for additional instructions.

C. There are no limts on pouch size or weight for official itens

except those inposed by host governments (contact DPM or diplomatic post for
| atest information) and the capacity of the node of transport. See subsection
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D.1. of this chapter, below, for information on size and weight |imtations
for various addresses used to get itens into the diplomatic pouches.

2* DoD activities may use the diplomatic pouch only if there is no other
expedi ent, cost beneficial, international mail service available. The
international mail systemand the MIlitary Postal Service (MpS) shall be used
when possible. Generally, this neans the poueh will be used only for
classified material, material too |arge for postal channels, or to diplomatic
posts wi thout MPS support. DoD activities using the pouch shall abide by DoS
requirenments.

c. COONTROL OF POUCHES AND POUCH CO-

1. Emptv Pouches. All DoD activities shall inmediately return enpty
pouches to DPM or the diplomatic post. DoD activities shall not use
di pl omatic pouches for any purpose other than as a diplomatic pouch.

2. _Pouch Communicationg. . Communications concerning material to be
di spat ched by pouch shall be classified as foll ows:

a.  Conmuni cations may be designated UNCLASSI FI ED when pouch contents
are d|scussed in a general way (i.e., by registry number or by referring only
to ‘items"or "material"),

b. Communications nust be designated at |east FOR OFFI Cl AL USE ONLY
when they specifically identify itenms being sent (i.e., ‘passports,”
‘ Ambassador Smith's |etter of July 6th,” ‘VCR -cassettes,” etc.).

3* Containe I( Pouch) Markings. Al containers used for pouch purposes
shal | not have markings on their outer surfaces other than those authorized by
DoS. Any other markings will conpromse the diplomatic nature of the pouch,

di sclose the nature of its contents, or cause errors in processing.

4* Uses of Contents

a. Prospective pouch users are limted to U S citizen enployees and
ot hers authorized use of the pouch.

b. Contents shall not contain enclosures for a third party,
merchandi se, currency, or any other itemnot eligible for pouch transm ssion.

5. Ltens Not Fligible for Pouch Transmission

a. Foreigp Natiopal Mail. |If originated by and/or addressed to a
third party individual or organization in a foreign country on non-official

matters.

b. Any personal itens shipped to circunvent the weight limtations
provi ded for household effects, air freight shipnents, or food allowances.

~¢. The followng itens are specifically prohibited for pouch
transmssion: al coholic beverages; amunition; animals or animal products
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(i.e., skins); any itens for resale; bulk supplies of any nature; caustics;
control | ed substances; corrosives; currency; explosives; firearns; flammble
type filns; glass containers; incendiary materials; |iquids; magnetic
materials; narcotics; negotiable instruments; personal professional books and
materials; plants; poisons; and radioactive substances.

d. JYiolations Enployees who violate these DoD or DoS policies shall
be subject to loss of pouch privileges and/or disciplinary action,

6. JInspection Of Contents. DoS reserves the right to examne all itens
i ntended for dispatch by pouch. ‘Each addressor or addressee using the pouch
to dispateh |etters, flats, parcels, and nonconveyables autonatically agrees
Eﬁf;he fol | ow ng types of exanination procedures by DoS Pouch Control
| cers:

| ~a.  Electronic Inspection. Al forns of electronic inspection
including X-ray and netal detectors.

b. _Physical Inspectiop. Mil suspected of containing itens
prohibited for pouch transm ssion nmay be opened for inspection by Pouch
Control Oficers. Unclassified itens may be opened w thout consent of sender
or addressee. (Cassified items may be opened only in.the presence of and with
the consent of the sender or addressee. |f consent is refused, the item will
not be accepted for pouch transmssion or returned to the sender when received
in an incomng pouch.

D.  _PREPARATION OF MAIL

1. Size and Weight Considerationgs, |tenms wei ghing over 40 pounds, or
exceeding 62 inches in length and girth conbined, or whose |ongest di mension
exceeds 24 inches cannot be shipped in standard diplonmatic pouches and are
cal | ed noneconveyable,

a. If the itemis NOT for official business and exceeds the weight or
size limts, do NOT ship it.

b. If the itemgoing to a diplomatic post is unclassified, official
busi ness and exceeds the weight or size limt% call the DoS Uncl assi fi ed
Pouch Branch [(703) 661-6300] for special preparation and delivery
i nstructions.

c. If the itemgoing to a diplomatic post is classified and exceeds
the weight or size limts, call the DoS O assified Pouch Branch [(202) 647~
2936/7] for special preparation and delivery instructions.

2. _ltems fromDiplomatic Posts

a. All items originating at diplomatic posts shall be prepared and
present ed as required herein and by the diplomatic post.

b. Cenerally, the diplomatic posts pay transportation charges for
pouches they originate. \Wen the diplomatic post charges for use of the pouch
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service, the originating DoD Conponent is responsible for paying those charges
for all items it sends through the pouch.

c. Items originating at diplomatic posts and intended for dispatch
into the donestic postal system (including MPO addresses) are turned over to

USPS at the DPM. These itens nust nmeet USPS standards and ot her requirenents
of this Mnual.

(1) The originator shall apply the appropriate amount of postage
at the full, single piece rate. Use the USPS Zone Chart (Figure 8-1) to

determne the correct zone for zone-rated postage. \Wen application of
postage on official, unclassified, mailable items is not feasible at the

di pl omatic post send the itenms to the parent DoD Conponent for application of’
post age.

(2) The various postal discounts for ZIP + 4, pre-bar coded,
presort, and bulk rates require special docunentation and shall not be used.

(3) USPS special services such as registered, certified, insured,
etc. are not available on this mil.

d. Al unclassified, non-mailable items (because of size, weight, or

content) shall be prepared as required by DoS. Advise the addressee the item

i s being shipped so arrangenents can be nade to pick up the itemon arrival at
the DPM =

39 JItems for Diplomatic Posts
a. Unelassified JItems

(1) Use the diplomatic pouch only when a mlitary post office
address cannot be used.

(2) Prepare FOR OFFI CI AL USE ONLY itens per DoD 5400.7-R
(reference (t)).

(3) Do NOT use accountable mail (Express Miil, registered,
certified, insured). These services end at the Department of State.

(4) Use the follow ng address format:

(Name of person or organization)
(Di pl omatic post name)
Department of State

Washi ngt on, DC 20521-xxxx.

«See the chart in Figure 8-2 for the appropriate ZIP + 4 Code. The use of
the correct ZIP + 4 Code ensures speediest mail processing.
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b. Classified Items

(1) Cassified itenms entered into the DPS nust be marked
CONFI DENTI AL, SECRET, orTOP SECRET plus any other markings required by DoD
5200. 1-R ( reference E)g) . These are the only DoD classified indicators
recogni zed by DoS. assumes items not bearing one othose indicators are
unclassified. Itens marked in a way which inplies they mght be eolassif i ed or
adm ni stratively controlled (i.e., "By Courier, » »NOFORN,® ete.) Wi || not be
accept ed.

(2) All CONFIDENTI AL and SECRET material nust be registered in
accordance with subparagraph D.3.b.(3)(c)2, below.

(3) The followi ng apply to CONFIDENTIAL and SECRET itenms mail ed:

(a) Use the diplomatic pouch only when a mlitary post
of fice address cannot be used.

(b) Prepare the outer wapper according to appropriate
security requirenents of reference (m. Address it to:

CH EF , POUCH AND MAIL BRANCH
DEPARTMENT OF STATE
WASH NGTON DC 20520- 0528

(c) The inner wapper shall have:

3 The appropriate security markings and be prepared as
required by reference (n.

2 Registry Numbes.. ALy itementered into the Dbs for
which the originator wants a recel pt signature from DPM shall be clearly
mar ked "REGISTERED® and shall have a registry nunber. The registry nunber
shal | be preceded by a designation which identifies it as the registry nunber;
|.e., RegNum: 123 456. (Registered material received for forwarding is not
assigned a nunber by the forwarding office, but is identified by the
originator 's registry nunber. ) The registry nunber shall be typewitten. On
envel opes and filats the registry nunber shall appear in the lower left corner
of the envelope or the address label. On parcels and nonconveyables t he
registry nunber shall be in the |ower left corner of the address |abel. (Wen
itens are sent to the DPMvia USPS registered mail, the USPS registered mail
nunber on the outer wapper shall be used as the reg| stry number on the inner
wrapper. \Wen itens for nore than one addressee are consolidated under one
USPS registry number, identify each itemby adding a different letter after
the USPS registry nunber on the inner wapper. )
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3 An address in the followng fornat:

NAME OF ADDRESSEE

TI TLE and/ or AGENCY OF ADDRESSEE
NAME OF OVERSEAS M SSI ON
DEPARTMENT OF STATE

WASH NGTON DC 20521 -nnnn#*

* See the chart in Figure 8-2 for appropriate ZIP + 4 Code.

_ (4) If delivered, all classified items shall be delivered to Room
B528, Main State Building. The entrance is via a truck ranp into the building

on 21st Street, bhetween C and D Streets.

_ (5) DoD TOP SECRET mmterial shall be sent via the Defense Courier
Service (pcs) to the DoS for delivery by appropriate nmeans. The DbCS-unique
two |ine address for DoS is:

449321 -BA23
DOS SEC OF STATE
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U S. POSTAL SERVICE OFFI G AL ZONE CHART
FOR' MAIL ORI G NATING FROM ZI P CODES BEG NNI NG W TH
200 - 205, 209, AND 220 - 223

ZI P CODE ZI P CODE ZI P CODE

PREFI XES ZONE PREFI XES ZONE PREFI XES ZONE
004 -005...3 246 -253...3 565- 58T .. .6
006 - 009 o 254 . .1 588 -595. 7
010 -011 .4 255 -261...3 5% -599. 8
012 . . . .3 262 -265...2 600 -609. 4
013 - 046 .4 206 . . 3 610 -617. 5
047 . . . ...5 267 -268 ...2 618-61 $) ...4
048 -059...14 270 -286...3 620 -667 .*.5
060 -061 .3 287 -296 ...4 668 -672....6
062 . . . .4 297 . . . .3 673 . . 5
063 -079 .3 298 -315...4 674 693 6
080 -086 ...2 316 -317...5 700 -704 5
087 -119...3 318 -319...4 705 -706 6
120 -123 ...4 320 - 355 *  *§ 707 -729 5
124 -127...3 356 - 359 A4 1730 -742 6
128 - 129 .4 360 -361 ...5 743 744...5
130 - 132 .3 /L s e o o e o 4 745 748 . 6
133 - 136 .4 363 ~ 367 .. . 5 749 . 5
137 - 142 .3 368 . LA 750 784 6
143 . . . ...4 369 . .5 785 . 7
144 -153...3 370 - 374 . ..4 786 -T8 . ¢
154 - 156 .2 3’ . . . .5 788 . . . .7
157 - 158 .3 376 -379...4 789 -796. 6
159 . . . L. 2 380 -383...5 797 -806...7
160 - 165 .3 384 -385 4 gor . .. 6
, 166 . .. 2 386-397 ¢ » » 5 808 -831 7
167 . .. 3 399 -410...4 832 -844 8
168 . L2 411 -412...3 845 . . 7
169 . . . ...3 413 -414...4 846 - 864 . . . 8
170 -176...2 415 -416...3 865 - 885 . . . T
177 . . . ...3 417 -418...4 889 -999...8
178 -179...2 420 . . .5

180 -181 .3 421 - 436 ...4

182 . . . ...2 437 -447.*.3

183 -188...3 448 -455..,4

189 -199...2 456 -457...3

200 -214 ...1 458 -497...4

215 . . . ...2 498 -509...5

216 -217...1 510 - 511 . 6

218- 219. .,2 512--533 5

220 -227 .,..1 534 . A

228 -241 , , . 2 535 -561...5

242 -243 ...3 562 . . . .b

244 -245...2 563 -564...5

Figure 8-1
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| NNER VWRAPPER ON CLASSI FI ED DoD DI PLOVATI C POUCH MAI L

Abidjan ., .
Abu Dhabi |
Accra , .

Adana . . . .
Addi s Ababa .
Al exandri a .
Al giers .
Amman . . .
Anst er dam .
Ankar a . .
Antananarivo .
Ant i gua .
Antwerp .
Ap.a ., .
Asuncion
At hens . .
Auckl and .
Baghdad . Ce e
Bamako . . . + « . .. 7%,
Bandar Seri Begawan .
Bangkok .

Bangui . Ce e e
Banjul .. . . . . « ..
Barcelona . .
Barranquilla .
Beijing . . . . .
Beirut Co
Bel fast . .

Bel grade . .o
Belize . « . ..*. .
Berlin, GDR (EMB) . .
Berlin, FRG (M ssion)
Bern . . Ce
Bilbao .

Bissau . .

Blantyre .

Bogot a .

Bonmbay . . Coe
Boan . . . « s s . F
Bordeaux . .

Brasilia ., .

Brazzaville . C
Bremen c e+ . % kK
Bridge town_. . . .

Bri sbane e e s 8 s 0 s e
Brussels USNATO (M) ...

CgExx %

2010
6010
2020
5020
2030
6090
6030
6050
5780
7000
2040
3010
5240
4400
3020
7100
4370
6060
2050
4020
7200
2060
2070
5400
3040
7300
6070
5360
5070
3050
5090
5100
5110
5410
2080
2290
3030
6240
7400
5580
7500
2090
5150
3120
4130
5230

Brussel s (EMB) .
Buchar est
Budapest . :
Buenos Aires .
Bujumbura .
Bukavu .

Cairo . . . . .
Calcutta . . |
Cal gary . .
Canberra .
Cape Town .
Caracas . . .
Casabl anca .
Zebu . .
Chengdu . . .
Chiang Mai . .
Ciudad Juarez .
Colombo .
Conakry . . .
Copenhagen .
Cotonou .
Curacao .

Dacha .

Dakar . .
Damascus .

Dar es Sal aam .

Dhahran .
Oy i bouti
Dora .

Douala .
Dubai . .
Dublin .

Dur ban . ..; *

Dussel dorf”
Edi nbur gh .
FI orence .
Frankfurt .
Freet own .
Fukuoka .

Gaborone .

Geneva o« o o« .

Ghoa + « . . .
CGeor get own .
Goteborg .
Grenada . . .
Guadal aj ara .

Figure 8-2

7600
5260
5270
3130
2100

. 2240
“. 7700
. 6250
. 5490
7800
2480
3140
6280
4230
4080
4040

. 3270
6100

. 2110
5280
2120
3160
6120
2130
6110
2140
6310
2150

6 1 3

. 2530
. 6020
5290
2490
5160
5370
5670

. 7900
2160
4310
2170

... 5120

. . 5680
3170
5760
3180

3280

................
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ZIP + 4 CODES FOR UNCLASSI FI ED MAIL AND
| NNER WRAPPER ON CLASSI FI ED DoD DI PLOVATI C POUCH MAI L

Guangzhou . . . . . . . . 4090 Luxenmbourg . . . . . . . 5380
Quatemala Gty . . . . . 3190 Lyon . . . . . . . . . . 5590
Guayaquil . . . . . . . . 3430 Madras . . . . . . . . . 6260
Hague (The) , . . . . . . 5770 Madrid . . . . . . . . . 8500
Halifax ..,..... . 5500 Majuro . . . . . . . . . 4380
Hamburg . . . . . . . . . 5180 Malabo .. . . « . . . .. 2320
Ham lton . . . . . . . . 5300 Managua « + « « « « « .. 3240
Harar . . . . . . . . . . 2180 Panama . . . . . . . . . 6210
Havana . . . . . . . . . 3200 Manila . . . . . . . . . 8600
Helsinki . . . . . . . . 5310 Mapute .. . . . . . . . 2330
Hermosillo . . . . . . . 3290 Maracaibo . . . . . . . . 3t50
Hong Kong . . . . . . . . 8000 Marseille . . . . . . . . 5600
Honiara . . . . . . . . . 4390 Martinique . . . . . . . 3250
Islamabad . . . . . . . . 8100 Maser . . . . . . . . . 2340
| stanbul . . . . . . . . 5030 Matamoros . . . . . . . . 3300
Izmir . . . . . . . . . . 5040 Mazatlan . . . . . . . . 3310
Jakarta . . . . . . . . . 8200 Mbabane . . . . . . . . . 2350
Jedda . . . . . . . . . . 6320 Man . . . . . . . . . . 4190
Jerusalem. . . . . . . . 6350 Mel bourne . . . . . . . . 4140
Johannesburg . . . . . . 2500 Merida . . . . . . . . . 3320
Kabul . . . . . . . . . . 6180 Mexico Gty . . . . . . . 8700
Kaduna . . . . . . . . . 2260 Mlan . . . . . . . . . . 5690
Kanpala . . . . . . . . . 2190 Mogadishu . . . . . . . . 2360
Karachi . . . . . . . . . 6150 Mombasa . . . . . . . . . 2400
Katnmandu . . . . . . . . 6190 Monrovia . . . . . . . . 8800
Khartoum. . . . . . . . 2200 Monterrey . . . . . . . . . 3330
Kigali . . . . . . . . . 2210 Montevideo . . . . . . . 3360
Kings ton . . . . . . . . 3210 Montreal . . . . . . . . 5510
Kinshasa . . . . . . . « 2220 Moron . . . . . . . . . 2380
Kolonia . . . . . . . . . 4120 Moscow . LT 5430
Koror . . . . . . . . . . 4260 Munich . . . . . . . . . 5190
Krakow . . . . . . . . . 5140 Muscat, ., . . . . . . . 6220
Kuala Lumpur . . . . . . 4210 Naka .. . . . . . . . 4320
Kuwait, . . . . . . . . 6200 Nairobi . . . . . . . . . 8900
Lagos . . . . . . . . . . 8300 Naples . . . . . . . . . 5700
Lahore . . . . . . . . . 6160 Nassau . . . . . . . . . 3370
Lla Paz . . . . . . . . . 3220 Ndjamena . . . . . . . . 24§10
Leningrad . . . . . . . . 5440 New Delhi . . . . . . . . 9000
Libreville . . . . . . . 2270 NNamey . . . . . . . . . . 2420
Lilongwe . . . . . . . . 2280 Nice . ¢« « « o o+ =+ » « + 5610
Lirme . . . . . . . . . 3230 Niecosia . . . . . . . . . 5450
Lisbon . . . . . . . . . . 5320 Nouakchott . . . . . . 2430
Lane . . . . . . . . . . . . 2300 Nuevo Laredo” . . . . . . 3340
London . . . . . . . . . . 8400 Oporto . . - m... 5330
Lubumbashi . . . . . . . 2230 crap . .. . . . . . . 6040

Lusaka . . . . . . . . . 2310 Osaka-Kobe . . . . . . . 4330
Figure 8-2, Continued
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Os10 ., , . . . . . . . 5460 St. Georege's . . . . . . 3180
Gtawa . . . . . . , . . 5480 Stockholm. . . . . . . . 5750
Ouagadougou . . . . . . . 2440 Strasbourg . . . . . . . 5620
Palermo .. , . . . . . . 5710 Stuttgart. . . . . . . . . 5200
Panapm ., , . ** % . 9100 Surabaya . . . . . . . . 4200
Paramaribo . . . . . . . 3390 Suava . . . . . . . . . . 4290
Paris. . . . . . . . . . 9200 Sydney . . . . . . . . . 4150
Perth. . . . . . . . . . 4160 Taipei ait . . . . . . . 4170
Peshawar . , . .* * * * §170 Tangier . . . . . . . . . 6290
Ponta Delgada . . . . . . 5340 Tegucigalpa . . . . . . . 3480
Port-au-Prince . . . . . 3400 Tel Aviv . . . . , ---- 9700
Port Louis . . . . . . . 2450 The Hague |...... . 5770
Port Moresby . . . . . . 4240 Thessaloniki . . . . . . 5060
Port of Spain . . . . . . 3410 Tijuwana . . . . . . . . . 3350
Porto Alegre . . . . . . 3070 Tokyo . . . . . . . . . . 9800
Poznan . . . . . . . . . 5050 Toronto . . . . . . . . . 5530
Prague, . . . . . . . . 5630 Tries te . . . . . . . . . 5720
Praia . . . . . . « &« « - 2460 Tunis . . . . . . . . . . 6360
Pretoria . . . . . . . . 9300 Turin . . . . . . . . . . 5730
Pusan . . . . . . . . . . 4270 Adorn . . . . . . . . . . 4060
Quebec . . . . . . . . . 5520 Ulan Baton . . . . . . . 4390
Quito . . . . . . . . . . 3420 Valleta . . . . . . . . . 5800
Rabat . . . . . . . . . . 9400 Vancouver . . . . . . . . 5540
Rangoon . . . . . . . . . 4250 Vatican Gty . . . . . . 5660
Recive , . . . . . . . 3080 Victor id....... . 2510
Reykjavik . . . . . . o . 5640 Vieanana, . .. . 9900
Rio de Janerio . . . . . 3090 Vientiane . . . . . . . . 4350
Riyadkh . . . . . . . . . 6300 War saw .. . 0-. . 5010
Rome . . . . . . . . . . 9500 Wellington” . . . . . . . 4360
Rotterdam . . . . . . . . §790 Windhoek . . . . . . . . 2540
Sal vador de Bahia . . . . 3100 Wnnipeg . . . . . . . . 5550
Sal zburg . . . . . . . . 5830 Yaonde . . . . . . . . . 2520
Sanka .,....... . 6330 Zagreb . . . . . . . . . 5080
San ‘Jose . ., .0* m. . 3440 Zurich . . . . . . . . . 5130
San Salvador . . . . . . 3450

Santiago . . . . . . . . 3460

Santo Domngo . . . . . . 3470

Sao Pablo . . . . . . . . 3110

Sappor'o e & o+ ¢ o e & = 4340

Seoul . . . . . . . . . . 9600

Seville . . . . . . . . . 5420

Shanghai . . . . . . . . 4100

Shenyang . . . . . . . . . 4110

Singapore . . . . . . . . 4280

So fia. . . . . . . . . . 5740

Songkhla . . . . . . . . 4050

Figure 8-2, Continued
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APPENDI X A DoD 4525. 8-M

ABBREVI ATl ONS

ANMCS anticipated not mssion capable supply
AOMM assistant official mail nanager
APO Arnmy orAir Force Post Ofice
BRM business reply mail
CONUS continental United States
DMM Domestic Mail Manual
DoD Departnment of Defense

* DoDl M Department of Defense Intratheater Mi |

* DoS Department of State

* DPM Diplomatic Pouch & Mail Division
FPO Fleet Post Ofice
| MM International Mil Mnua
JUWPS Joint UniformMIlitary Pay System
MACOM major Air Force or Arny command; Navy level 1 command
MOM mlitary ordinary nail
MPO mlitary post office (APO or FPO

* MPSA Mlitary Postal Service Agency
MRS nmer chandi se return service
MWR norale, welfare, and recreation
NAFI nonappropriated fund instrunentality
NMCS not m ssion capable supply
oMcCP Oficial Mail Cost Control Program
OowM official mail manager
PMVS penalty mail stanps
RDD required delivery date
UPS United Parcel Service

ngna USPS United States Postal Service
.
A1
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DoD 4525. 8- M
DEFI NI TI ONS

A machine which provides a record O0f postage used by agenmey, staff office,or
tenant activity (sometimes called a printer).

Any DoD organi zation such as headquarters, agency, depot, or unit.

Appropriated fund postage
Postage paid for with funds appropriated by the United States Congress. The
postage may be prepaid or penalty postage.

Busipess reply mail

A met hod whereby a business reply permt hol der may authorize individuals and
organi zations to send First-Class matter back to the permt holder and have the
postage and fees paid by the permt hol der.

A postal service that may be used on any class of mail when proof of mailing 1s
required but proof of delivery is not necessary.

Lertified mail
A postal service available on any mailable matter sent as First- Cass or Priority
Ml , It provides a receipt to the sender and a record of delivery at the post

office of address. A record is not kept at the post office where it is mailed.

It is dispatched, handled, and treated in transit as ordinary mail, If [ost, it
cannot be traced.

Consolidated mail
Two or nore pieces of mail placed in one container for direct mailing to one
addressee or one installation.

A DoD owned bag, envelope, box, or pouch which will hold two or nore pieces of
mai | .

%syst em%or paying actual postage costs through the use of prepaid postage or

penalty mmi| stamps, meters, permits, and other methods that require a statenent
of mailing.

Express Mail
The class of mail afforded the highest priority in handling and provides highly
reliable service,

First-Cass Mil
A class of mail| seal ed against inspection and covered by the Private Express
Statutes. It is mandatory for correspondence of a personal nature, conpleted

forms, test results and grades, conpleted certificates, bills or statements of
account, and all matter wholly or partially in witing or typewiting.
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Fﬂat-sfze mai | consists of unwapped, paper-wapped, sleeve-wapped, and envel oped

‘;.;;;;:;*

: matter that exceeds one or more of the follow ng mnimumdinmensions: length -

., over 11-1/2 inches, or height over 6-1/8 inches, or thickness over 1/4 inch.

x Flat-size mail does not exceed any of the follow ng maxi num di mensions: |ength -
15 inches, height - 12 inches, thickness - 3/4 inch.
Mai | abl e matter weighing sixteen ounces or nmore, not nmailed or required to be
mailed as First-Cass, and not nailed as second-cl ass.
| mprinted designation used on mail to denote paynent of postage.
Adnsured mail
A postal service available only on third- or fourth-class mail, or mail containing
third- or fourth-class matter sent at the First-Class or Priority Mail rate.
Nunmbered insured mail service provides a receipt to the sender and a record of
delivery at the post office of delivery. A record is not kept at the post office
where mail ed.
Mai | addressed to an address in another country (non-MPO addresses).
Letter-size mail
Mai | that 4s at |east 3 1/2 inches by 5 inches by 0.007 inches and not [arger than
6 1/8 inches by 11 1/2 inches by 0.25 inches.
I nscriptions placed on pieces of mail to denote a mail class or special postal
servi ce.
A met hod whereby a nerchandise return permt holder may authorize individuals and
organi zations to send parcels at the appropriate Priority, third-, or fourth-class
rate back to the permt hol der and have the postage and fees paid by the permt
hol der .
Metered mail
A piece of mail on which the amount of postage has been either inprinted with
postage by a postage nmeter or to which a postage neter tape has been fastened.
Militarv ordinary mail
Oficial mail sent by Department of Defense, posted at second- class requester
publication rate, or third- or fourth-class postage rates, which must have faster
than sealift transportation service to, from and between overseas points, but
does not require premum~Priority service. It is noved by surface transportation
in the United States and by air on overseas portions of its trip. It provides
cheaper postage -than Priority Mil. Delivery tinme to any MPO may be al most as
fast as Priority Mail and rarely exceeds 21 days.
Militarv Post Office _

t A United States post office operated by the Department of Defense,
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Mixed classes of majil

Two or nore classes of nail conbined into one enclosure. Postage for the entire s
wei ght is charged at the higher class rate.

* Any itemto be shipped via diplomatic pouch that wei ghs over 40 pounds, or exceeds *

* 62 anhes in length and girth conbined, orwhose |ongest dinension exceeds 2% *
* inches.

First-Class mall weighing 1 ounce or less and third-class mail weighing 2 ounces

or | ess requires payment of a surcharge if it does not have a standard aspect *
ratio of between 13 and 2.5 (determined by dividing the length by the height) or *
if it exceeds any of the following: height -61/8 inches; length - 11 1/2 *
inches: thickness - 1/4 inch. *

* % ok ok

Oficial matter nmailed as penalty mail or with postage and fees prepaid.-

Any item bel onging to or exclusively pertaining to the business of the U S
Gover nnment .

Papcel Air Lift Mail
Speci al postal services for parcels and second-class publications mailed to
mlitary personnel overseas. It is not authorized fcr use on official nail

‘ a
Indicia containing or used with the statement ‘Penalty for private use $300."

Oficial mail on which the postage and fees are paid by either a penalty netered
indicia, penalty permt indicia, penalty mail stanps, penalty business reply and
mer chandi se return indieia, or standard penalty indicia, Penalty postage i s paid
for after mailing versus prepaid postage that is paid for when obtained.

tv \
USPS adhesive stanps bearing the words "official Mail USA™ and ‘Penalty for
private use $300" for use by government agencies. Stanped stationary (plain
st anped envel opes, printed stanped envel opes, and postal cards) is also included.

Pepalty netered jndicium

Postage inprinted by special postage nmeters |leased to the U S. Government. |t
bears the words "Penalty For Private Use $300."

Magazi nes, journals, newspapers, digests, briefs, bulletins, summries, and
simlar items published on a recurring basis.

Mail with inprinted indieia instead of a stanp or postage meter inprint show ng
postage paid by the sender.

Postaste stagp
I ncl udes both prepaid postage stanps sold by post offices and penalty mail stanps.
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